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New Course Proposal

Guidelines: This form is to be used to submit a new course proposal to the Academic Policy Committee (APC). After the course has been approved by the department, submit this completed form to: www.bu.edu/met/faculty-staff/forms/apc-proposal-submission/. The syllabus should be detailed and include an outline of all weekly topics. 

	general information

	Date 
	Click here to enter a date.	Proposed Course Number
(e.g. MET CS 695)
	

	Short Course Title 
(15 characters- This title prints on student transcripts)
	
	Units 
	

	Course Title
	

	Term/Year of First Running
	

	Proposed Course Format(s)
	

	Target Program(s) & Audience
	

	Estimated Enrollment 
(in first three years)
Utilize factors such as comparable course historical data, student demand, industry relevance. 
	Year 1:
	Year 2:
	Year 3:

	Prerequisite Labs
	

	Prerequisite Courses
	

	Corequisites
	

	List any similar courses offered at MET and percentage overlap
	

	Special Requirements (facilities, TAs, labs, etc.)
	

	Will there be Guest Speakers? 
Provide details & names, if known
	



	Department’S need for course in curriculum

	



	Course catalogue description (50 – 200 Words)

	



	course Learning objectives (abstracted from the syllabus)

	



	course category



☐ Core Course				☐ Elective Course				☐ Pass/Fail

☐ Concentration Requirement			☐ Distribution Requirement 			☐ HUB course

	Typical course offering FORMAT & schedule:



☐ Fall Term                  14 weeks, Charles River Campus, meeting once per week for 3 hours
☐ Spring Term             14 weeks, Charles River Campus, meeting once per week for 3 hours
☐ Summer Term          6 weeks, Charles River Campus, meeting twice per week for 3.5 hours
☐ Summer Term          12 weeks, Charles River Campus, meeting once per week for 3.5 hours
☐  International	Meeting days, weeks, times:  Click here to enter text.
☐  Blended		Meeting days, weeks, times:  Click here to enter text.
☐  Online		Meeting days, weeks, times:  Click here to enter text.
☒  Other                        Meeting days, weeks, times:  Click here to enter text.


	grading system in Percentages



Final:  Click here to enter text.		Quizzes:	Click here to enter text.		Projects:  Click here to enter text.

Midterm:  Click here to enter text.	Assignments:  Click here to enter text.	Participation:  Click here to enter text.






	required texts (if any)

	

	optional texts (IF ANY)

	




	proposed instructor(s) (for new part-time instructors, attach resume)

	




	

Proposed By
	
	Date
	

	
	(name and administrative title)

	
	

	Chair Approval Date
	

	Department(s) Faculty Approval Date
	

	
APC Approval Date
	

























COURSE SYLLABUS
The template below lists the minimum requirements for all syllabi at Metropolitan College.  Instructors may add to this as their course and instruction styles require.  Please discuss with your department chair any department-specific requirements, as well as questions you may have regarding writing your syllabus.

ALL SYLLABI MUST BE SUBMITTED EACH SEMESTER TO THE DEAN’S OFFICE IN ADDITION TO THE DEPARTMENTS.

Course Title
Course Number
Course Format (Online/On Campus/Off Campus/Blended etc.)

Instructor Name
instructor@bu.edu
Office hours: by appointment

Course Description
This is where a course description would be listed, either copied from the University Class Schedule, or expanded by the instructor to include more details.

Course Learning Objectives
Provide learning objectives in bullet form. 

Books
Give complete citation, as well as where to purchase (Barnes & Noble or alternative)

Courseware
List course website (Blackboard, CourseInfo, or other), as well as any web links that will be necessary for the class

Class Policies
1) Attendance & Absences – clearly state your attendance policy, limit to absences, etc.  List all unusual required meetings (e.g. exhibits, guest lectures, field trips, etc.)
2) Assignment Completion & Late Work – detail your policy regarding how students should submit completed assignments (in person, by email, on courseware site, etc.), as well as how you will address late work.
3) Academic Conduct Code – Please use the following wording, or an equivalent, in your syllabus: “Cheating and plagiarism will not be tolerated in any Metropolitan College course.  They will result in no credit for the assignment or examination and may lead to disciplinary actions.  Please take the time to review the Student Academic Conduct Code:  http://www.bu.edu/met/metropolitan_college_people/student/resources/conduct/code.html.  This should not be understood as a discouragement for discussing the material or your particular approach to a problem with other students in the class.  On the contrary – you should share your thoughts, questions and solutions.  Naturally, if you choose to work in a group, you will be expected to come up with more than one and highly original solutions rather than the same mistakes.”

Grading Criteria
Give a detailed list of percentage weights for assignments, papers, class participation and examinations as applicable.  If you have complex grading criteria, please spell this out here as clearly as possible.  Remember: the syllabus is a contract between you and your students, and will be referred to as such in the event a dispute arises.

Class Meetings, Lectures & Assignments
List all class meetings, lectures, and assignments.  Below is an example, based on a computer science course:

Lectures, Readings, and Assignments subject to change, and will be announced in class as applicable within a reasonable time frame.
	Date
	Topic
	Readings Due
	Assignments Due

	Week 1
	Introductions, lecture on fundamentals of IS in business
	Ch. 1, Business Cases
	n/a

	Week 2…
	Competitive Advantages of IT
	Ch. 2, Business Cases
	Review of Case Study
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